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30 Marcn 19k
OFFICE OF PRERSONNEL MEMCORANDUM NO., 20-805-3

SURTECT s Report of Ssparation snd Register of Raemployable
Persornel '

RESCISSIONS: (1) OPM m-.gosmzz (63+52), subject as above, deled
23 Daw 52 7
(2) OF 20-705~2 (UBw53), initiation of Standard
Form 52 by PD{0) and PD{C) in connection with
Certsin Separation Actions, dated 29 Jun 5%

REFERENCE:  OPM 20.950-1 (25-53), Repors of Separation for ¥ilitexy
Personnel, dated 16 Apr §3

1,  Ths followlag procednre hag boen establishsd 4o provide the
Agency with an sdequate report of separstions and an identifinble
rostor of forwer employsss who heve been designatod as “reswpioyehie”
and who forit & persermsl reserve for mestlag fubuve personnel, requlras
monts, partisularly in the evant of an emsrpency. This revision of
previeus instructions concerning the preparation of ths Heport of
Separaticn provides sdditionsl separation factors.

2.  Seperetion sctions are normally initiated by the spproprie
ate cperating office by the submission of Standard Form 52, Requesh
Tor Personnsd Action. .This report should be accompanled by Form 37-151,
Persomnel Fwrluation Heport.

#.  When information iz received by the Hwpd Shrerdeis
Division LESH) cencerning a separation which will oeour duxing
& glven wonth, ¥ED will meke every effort to obtain SFP-52 and
Form 37-151 from the approprlate oporating office. When such

- efforts do not produce the SF-52, the form will be prepared by
ESD for plgnatuve of the Chief, ESD, and procsssed ss i 1% had
origineted in the oporating offive. In thess ceses y the opare
ating offlce is still required to initiate & requast, bud it
will be troated ap confirmatory. Hxbrame care must be talen o
ingure that & confirmatory request doss nobt result in the Qe
paratlon of a separate Standerd Form 50, Notification of Parsons
nel Action, (or iF-52 uged in lisu thersed).

Lo When Form 37-151, Personnel Evaluation Report, doos
not accompany the SF-52 snd efforte to obteia the report ave
unguceessful, the Personnel Relations Officer processing the
separation will obtain the appropriste gupervisorts verbsl
raconmendation as to the individual's soltability for ro-
employment,
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3. Upon vecelpt of SP-52 requasting separation action, the
Counsaling Breneh (CB), FSD, will arrengs $o comduct an exii
intervies with the employes concerned. Upon completion of this
intervidw; the Perscoxel Relations Officer will prepare Form 37-15L,
Ropory of Sepsration, in six copléss Formn 37-15L for individusls
who are not available for exit interviews will bs prepared on the
‘bagls of aveilsble fecords. Special imgtructions for the prepara-
tion and distritution of Form 37-15L are combained. in Attschment A.
& listing of separation factors and codes for classifying the
factors resvlilng in sepuvation are conbtailned in Atiachment Bo

s One copy of Form 37-15L will be tramesmitted immediately %o
the Transactions and Records Branch (YRB), Processing and Records
Division (PRD), with the employes's Official Parsonunel Folder for
preparation of Standard Form 50, Motification of Perscanel Action,
or SP=-52 im lieu thasreof. %Ihe separetion factors as reported in
Toem 11 .of Form 37=15L will be recorded in the lower right cormer of
Tiem 21, Remacks, of SF=Y0 or SF=52, in the following mamuers {Sep.
Code 01, 06, 21 = 1,2) The factors must be reccrded in-ths identical
goquance reported in Ttem 11 of Porm 37=-15L. - Recmploysbility asm
noted in Item 15 of Form 37-15L will be stemped OHLY on the Machine
Records Diviaion (MRD) ccupy of the SF=50 or SF=52 and on the SF-T,
Servine Recard Carde : .

5; The format for the Summery of Separations is provided in
Agtachmernt Os This summery report will be completed at the end of :
ench month by ISD and forwarded to FEDS. The original and thres coples !
of each Form 37-15L processed during the mouth will ascampany th Saf-d"{&ff
summary reports These roports will be transmitbed %M ¢, RSD,
than the third working duy of the month followlng receipt of the 10
machine records tebulation of the pericd reported. PRDS is raapom:!bw
for gonsolideting these veports inte the monthly separation report
and preparing the latter for spproprisite distribuwion. '

. 5, Chenges effected by this instruction will becoms effective
"1 April 195L and will be reflested in the reporis for the month cf
Apxil 1954 which are dve in PRDS in May 195k
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